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Mr.MANOHAR 
Email ID: manohar.148742@2freemail.com 
CAREER OBJECTIVE:
                          To associate myself with an organization where there is an opportunity to contribute and enhance my talent as well as update my knowledge and strive hard for the growth of the organization. 
EXECUTIVE SUMMARY: 

· Self-confidence, total commitment, patience and positive attitude. 
· Ability to set goals and achieve them on a regular basis.

EDUCATION QUALIFIACTION:

	QUALIFICATION
	BOARD/UNIVERSITY
	INSTITUTION
	YEAR OF COMPLETION

	Bachelor of Commece
	Mangalore university
	Sri Durga Parameshwari First Grade College Kateel
	2011

	XII/PUC
	Karnataka Board
	Sri Durga Parameshwari Pre University College Kateel
	2008

	X/SSLC
	Karnataka Board
	Sri Durga Parameshwari  High School Kateel
	2006


WORK EXPERIENCE:

Company name & Job Profile

1) Lima Management Consultency Sharjah
Designation            :  Public Relation Officer (PRO)  for 2 years 2 months (July 2011- September 2013)

          Job Profile :
· Collect and give regular updates on all work and migration standards from the government offices to keep the HR office well informed for any changes in procedures and rules. 

· Submit, follow-up and gather all new work and business visas to guarantee that the visas are handled and processed on time. 

· Renew, update and keep up all workers and their dependents’ visas and work contracts on time to guarantee that organization’s records are up to date in the labor and Immigration Departments. 

· Send notification to employees on required documents before their visa expires. 

· Makes sure all business and trade Licenses are updated, follow-up official approvals and permits, to prevent unnecessary violations.

· Accurately prepare and process required legal documents like rent contract attestation in government agencies such as Ministry of Economic, Ministry of Finance, Customs, Court, Chamber of Commerce, Traffic Department and Municipality. 

· When the need arises, represent the company at different offices like Airport Embassies, Police Station, Ministries/Municipalities and other government Departments.

· Deal promptly and productively on general enquiries about PRO functions Assist the office in determining any issues identified with organization vehicle registration and renewals Acquire visas from different Embassies in UAE for staff members for business related travels Knowledgeable enough on the process of getting residency permits etc.
      2). Majlis Typing And Documents Copying- Sharjah
            Designation            :  Public Relation Officer (PRO)  for 4 years 2 months (2013- 2017 April)
Job Profile :

· All PRO work.

· Document controlling.
· Typing work.
3). Al Bidaya Tourism – Sharjah

                 Designation      :      Tourist guide from April to Till date.

Other skills & knowledge
· Proficient in MS Office, Excel, Word, Power Point

PERSONNEL DETAILS:   

	
	

	
	

	Date of Birth
	27-06-1990

	Gender
	Male

	Nationality
	Indian

	Languages
	English, Hindi,Arabic,Malayalam, Tulu, Kannada

	
	

	
	

	
	

	Place of Issue
	Bangalore , Karnataka, India


SELF-ASSESSMENT:
I strongly believe that with my dedication, commitment and efforts, I can prove to be an asset to any organization.    
DECLARATION:

I hereby declare that the above written particulars are true to the best of my knowledge and belief.

Manohar 
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